Online access instructions for EXISTING employers (employers who already have state
unemployment insurance account numbers).

Register online at www.in.gov/dwd. Under the “Employers” menu on the left-hand navigation
bar, select Employer Self-Service.

DWD: Home - Microsoft Internet Explo

Fle Edit Wew Favorites Tools Help
' http:/fwww.in.gov fdwd/

IN.gOV | B S re &5 | GovERNOR

MITCH DANIELS
visit his home page >>

: Address

About Agriculture & ;| Business& | FEducation& : Family& ; Law& | Public ;| Taxes& Tourism &
Indiana Environment @ Employment | Training i Health i Justice | Safety | Finance | Transportation -

Find an Agency FindaPerson HELP [ [* Si(])

= _ WorkioraBevdor

DWID Home
About DWD
Hews -
Forms & Downloads

Frequently Asked Questions
Contact Us

Overview

Job Matching ~ -
Tips for Job Search leam more
WorkOne Centers
Unemployment Info

Veteran Services 3 ] 1. How do | find out the
status of my

unemployment cher

Custom Services

Employers

Headlines & Events 2 How do | file for
DWD Employer Services unemployment?
Employer Self-Service Subscribe for Where can | find
Grants & Credits - e-mail updates > . \Whats This? unemployment in
3 information fou
Hoosiers by the Numbers
Job Postings Important notice regarding the temporary $25 weekly increase (which was part of the Economic U"Fm'; £ ";;f'i’n‘t:mw
Msjor Opportunities Stimulus Legislation): This increased benefit amount applies to all eligible claimants collecting e
state or federal unemployment benefits. Claimants will receive two deposits with eligible weekly =
Strategic Skills Initiative vouchers filed effective the week of 2/22/09 through the end of 2009. One deposit will include your
WorkOne Centers weelkly benefit amount. The other will include the $25 increase. The $25 increase will not be

displayed on your Claimant Homepage. [Read More]



http://www.in.gov/dwd

Now choose Access Uplink Employer Self Service or click on the Uplink icon in the center of
the screen. You can also click on the tutorial links to learn more about Uplink.
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Select the New User? button under the Logon button or choose the New User? menu item on the
left-side navigation bar.
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Welcome to the Indiana Depariment of Workforce Development Employer Self
Service Website, The following capabilities are currently available to employers;
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Select Employer from the dropdown box; select “Yes” (you have an existing state
unemployment insurance account number); and click Next.
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Complete the required information. Enter the gross wages from the last report the Department
has posted in its system. Note: if you have not sent — or if you only recently sent — a report for
the most recent quarter, do not enter those wages. Enter the wages from the quarter prior. Click
Next.
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Create your username and password, check the box to accept the User Agreement, and click
Next. Print the subsequent page for your records and click Next. You will be taken back to the
logon screen where you will enter your Username and Password, select Logon, and begin
managing your unemployment insurance account online.
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Complete the following ONLY if you have an agent and want to have all non-certified mail
sent to their address.

Under the “Profile Maintenance” menu on the left-hand navigation bar, select Assign Agents.
From the dropdown menu, select All, Benefits or Tax.

Note: All non-certified mail for that selection (All, Benefits or Tax) will be sent to the
designated agent.
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Type your agent’s name and click Search. Ifthere is more than one agent listed in the results,
click in the circle to the left of the name to select the correct agent. Once the agent
shown/selected on the screen is the agent you use, click Next.
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Complete the following ONLY if you want to authorize your agent to view or have the
ability to update your account.

You may also assign an external agent. You can authorize your agent to simply view your
account or to update all or part of your account. To assign an external agent, select ‘User
Maintenance’ on the left-hand navigation bar. Once on the User Maintenance screen, select
‘Add’ on the right-hand side to add an external agent.
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Click Search; enter your agent’s name; and click Search again. If there is more than one agent to

choose from, click in the circle to the left of the name to select the correct one.
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Carefully select the authorization you want to give your agent.
e View — The user is only able to look at information. The agent cannot make changes to
the account.
e Update — The user is able to look at and change/input information.
e Profile — The user is able to look at and change/input legal information (address, phone
number, email address, etc.).
e Quarterly — The user is able to look at and change/input contribution and wage
information.
e Administrator — This authorization allows the user to update your profile information,
enter quarterly reports and gives the user authorization to access your account.
Be sure to read and click the check box in the Important Information section to authorize this
change.

The agent must now access their online account and add your account to their client list.
Click on ‘Add & New’ to add your agent and give him the chosen authority. Click ‘Next’ to

return to the User Maintenance screen. On the User Maintenance screen you have the ability to
edit the agent information or delete them as a user.
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